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 Maintaining IT1028 on Position - Instructions 
 

 

1. Enter the tcode PO13 (Maintain Position) into the menu bar on the SAP Easy Access screen.  Click the green check 

mark.  

 

 
 

2. Enter the position number in the “Position” field and press the Enter key to populate the information. 

 

 
 

 

3. Select the InfoType “Address – IT 1028”. 
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4. Select the Copy button to Maintain the current address stored on IT1028:      
 

OR  

Select the Create button to Create a record on IT1028:  

 

5. Enter the Start Date and maintain or enter the work address.   

Please note that the “street” field is only used if the whole address does not fit in the “House no/street” field. 

 “Address suppl.” and “House number” fields are not utilized.  

 

 

Select the Save button:  

 

 
 

If you are maintaining ( ) the IT a warning message will be presented informing you “previous record will be delimited 

at end”. Click “Yes” to save or “No” to cancel. 

 

Once saved, you can now go back in to the Infortype and verify your changes were made. 


